Visual Guide for the EIA-6A Internet Data Collection (IDC) Form

Login by entering the following address in an Internet Browser or by clicking on the
hyperlink in this guide:

https://signon.eia.doe.gov/ssoserver/login

When the Single Sign-On (SSO) window opens enter your Userid and Password.

energy information administration

Welcome to the EIA Single Jign On Login System
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Renister for a Userid | Forgot your password?

Freguently Asked Questions | Security and Privacy Sm

You click the Logon Button to launch the Internet Data Collection (IDC) system, but
don’t click Logon until you have added the logon to your List of Favorites. Note: you
only have to add the logon to your Favorites List one time (per instructions on the
next page of this guide). Once it is added you just click on the logon as it appears in
your favorite list to launch the SSO screen

Frequently, we will be sending you your Userid. To maintain security, we never send
your password because we don’t know it. In case you have forgotten or misplaced your
password, you can set a new password by clicking on Forgot your password? and
following the instructions.



https://signon.eia.doe.gov/ssoserver/login

While you still have your Internet Browser open,
save the SSO logon in the list of favorites.

click Favorites and Add to Favorites to
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When the Add Favorite Dialogue Window opens click OK to add the SSO logon to your
list of favorites. By clicking on the logon in the favoritels list you will be able to open the

SSO site whenever you want.
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After you enter Userid and Password and click the Logon button, the following screen
will appear:

EIA Applications and Functions - External Development

EIA-fA Coal Production Report

ElA6A Coal Distribution Report, Annual

Aﬂ.ﬁ uarterly Coal Consumption and Quality Report, Coke Plants

/ ElA-3 Quarterly Coal Consumption and Quality Report, Manufacturing Plants

Click on the EIA-6A option. After clicking on the EIA-6A option, you will see this page:

Distribution Report - £

‘Welcome Rohin Grace,
ierTpdate Profile

Select Site Division Director's Anmouncement
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The Energy Information Administration (ELA) has the responsibility to monito
energy technologies in meeting energy demand i the United States. The data colle
collected under mandatory authorty of the Federal Energy A dministration &ct of 1!
and the Department of Energy Organization Act of 1977 (Public Law 95913, a

Run the mouse cursor over Select Site, to see a list of your Site Ids.




Coal Distribution Re

State - ID
Yirginia - 9900017
Waest Virginia (Southern) - 9905174
Kentucky (East) - 9905197
Pennsylvania (Bituminous) - 9906237
Mission is to provide high guality policy-in
Goverrument, industry, and the public. This

cotittibute to the dissemination of reliable =
tmatketing of renewable techhologies.

Click Here for
Text Only Respondent 1d List

Click on any one of the STATE IDS to open the EIA-6A Survey Form for that state.

After you click on one of the STATE IDS, the Identification page will open automatically

T
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You navigate through the form by clicking on the tabs displayed at the top of your screen.



= If ownership has changed, enter new owner information.

Review information on parent company name and address. If changes are needed, click
the Remarks tab (top of window) and enter new information in input box.

tenifiation | Overview Puhases ~ _ Distbuion Rem

Year Respondent Id State Company Name Name
2004 9900017 Wirgiria Americat hletals & Coal Intl Rohin Grace
L. Identification

A, Ownership Change:
If company ownership changed duting the wear, enter the date of change: and, as applicable, the name and address fo the n

Date of Status Change: IDE-E -2004 Clear D ate IE Click here to select a date
MName of Mew Oumer: I

Phone Number:
Address of New Owner:

City, State, Zip:

=l

Please provide any changes of nate and address of patent company in the Remarks section.

B.Name and Address of Parent Company:
Hee instructions for the definition of the Parent Compansy.

Mame of Parent Company:
Point of Contact:

Phone Mumber:

Address of New Owner:

City, State,, Zip:




Year
2004

Year Respondent Id State Company Name aHe Sove |
2004 2000017 WVirgitia Ametican Iietals & Coal Intl Grace

To enter information on the Remarks Page, click on the Remarks tab

Enter the new Company or Site Information in the window at the Remarks Page.

ey Coal Distribution Report - /

b |
- .

Year Respondent Id State Company Name MName Save
2004 0900017 Wirginia Ametican Wetals & Coal Intl Robin Grace

Remarks: g
—

i

Frequently, click the Save button to permanently record your form entries.

After clicking the Save button, return to top of the form and begin entering data for the
Year by clicking the Overyiew tab

{oal Distribution Report - An

Respondent Id State Company Mame MName
000017 WVirgitiia American Metals & Coal Intl Fohin Grace
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In the window that opens, begin entering your data here.

Year Respondent Id State Company Mame Mame :
2004 Q000017 Virginia American Metals & Coal Intl Fobin Grace

I. Coeal Production and Purchases
Report below the total amount of coal produced andfor purchased during the year
(inchude anthracite refuse).

Quantity
Shott Tons
A. Coal produced fiom company mines during the year. |5
B. Coal purchased from other companies during the year. (Total fiom Section VI) IE

C. Total coal preduced and/or purchased during the year. (A +B) I'l 0 *
II. Coal Distribution \

Report total coal distribation during the reporting vear inchading coal distributed from stocks
(inchade anthracite refiase). Total of Section YII Column (3)

Quantity
Short Tons

Amount of ceal disiributed during the reporting year |1 1] i

IV. Coal Stocks
(include anthracite refuse).

As you type in your data, round the data to the nearest whole number. Only type
numbers. Do not enter commas or dollar signs. The form will automatically add
commas.

You must complete all the data entries in this screen before proceeding.

Don’t forget to click Save to permanently record your data entries.



Click the next data tab: Purchases.
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Year Respondent Id Staie Company Name Name Save |
2004 Q000017 Witgitiia Ameticat Metals & Coal Intl Robin Grace

VI. Coal Purchased fiom other Companies during the Year Which was Produced in this State:
Enter the gquantity of coal purchased from other compandes during the repotting vear which was produced it this coal-producing state. For each
commaptyy, enter the company name and address and the quantity of coal purchased. Please do not include synthetic fuels.

Open a set of data input windows by clicking the Add button. To add more than 1 new
purchase record, toggle the E;ount and then click the Add button.

V1. Coal Purchased from other Companies during the Year Which roduced in this State:
Enter the quatitity of coal purchased from other compandes dug e tepotting wear which was produced it this coal-producing state. For each
comaptyy, enter the company name and address and the tity of coal purchased. Please do not include synthetic fuels,

Address Quantity Purchased

Delete? Company Name (City, State, Zip Cods) Short Tons

Delete | Savel Add||1 vI




For State, click on arrow down and make selection from drop down list

2004 9900017

Quantity
Purchased
Shott Tons

- | g — |

Dete? Conpany Name

Year Respondent Id State Company Name Name Save |
2004 0000017 Vitginia Ammerican Metals & Coal Intl Rohin Grace

V1. Coal Purchased from other Companies during the Year Which was Produced in this State:
Entet the quantity of codl purchased from other companies during the reporting year which was produced in this coal-producing state. For each
comapny, enter the company name and address and the quantity of coal purchased. Please do not include synthetic fuels.

Quantity
Delate? Company Name e Sm; Cods) Purchased
’ ’ Shott Tons

LT [Swift Arrow Co. [12367 Glenhaven Blvd. j45
IEIaItimDre , IMaryIand j I 153

T

Coal Purchased Endered on fhel Crerview Tah: |5

Enter numbers only. System will add commas.

Remember to click Save to permanently record your data entries.

The Total Quantity Purchased on the page must equal the Coal Purchased Entered on the
Overview Taby Either adjust entries here or on the previous page so that the two Quantity
Purchased entries are the same.

Add records to enter additional purchases.



Click the next data tab: Distribution.

Coal Distribulreg Report - Annual

Distribution
Year Respondent Id State Company Name Name Save |
2004 Q000017 WVirgiria American Metals & Coal Intl Robin Grace
V1. Distribution

Repott the disttibntion during the repotting vear for all reported in Part 11 If the coal was distributed to a consumer (except to a coal distribution
cotupatyy of TF), complete columna(l) theough (5. If the coal was putchaszed by a coal disttibuation compatry, including brokers, put an MC in column
() and complete columns (3), (7, and (8). If the type of consumer is TF, complete columns () through (3.

Open a set of data input windows by clicking the Add button. To add more than 1 new
receipt record, toggle the count and then click the Add button:

Company that purchased your coal

Destination Transportation (do noi list any consumers)
Daaer Quantity . Secondary
(S:tate or Type of Disteibuted Primary Quantity Tame Address
ouniry Consumer Code (Code
M) @) (short tons) ) ) (short tons) (7 &)
) (@)
L[ |dvizona =l |sF =] [aze [FR =] | =] [324 (it , |sdfsd
fsdfsd
| Colorada ;I
|1 233

Total Quandity: |37

Coal Tistribation Endered on Overview T | [

Delete | Savel Al Ii vl

The Total Quantity Distributed on the page must equal the Coal Distribution Entered on
the Overview Tab. Either adjust entries here or on the Overview Tab so that the two
Quantity Distributed entries are the same.
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Next, click the Process tab to examine any data edits and submit your data.

Year Respondent Id State Company Name Name Cave |
2004 2900017 Wirgiria American Metals & Coal Intl Robin Grace

The IDC system will check your data. Whenever Total Purchases entered at the
Purchases Tab do not match Purchases entered at the Overview Tab (similarly
Distribution) the system will display an Edit.

You must clear all Edits in order to submit your data to EIA.

Year Respondent Id State Company Name Name Save |
2004 9900017 Wirginia Americats letals & Coal Intl Fohin Grace

Click Here to review a printable version.

Click Here to review edits
There are 2 edits in this submdssion. This submission will not be processed until all edits have been resolved or an explanation is provided.

Finalize Submission |

A

If you receive a message from the system that there are Edits in your submission (such as
the 2 edits shown for this example) then click on “Click Here to review edits” to open a
window where you can see the details of the Edits.

If you have uncleared edits, the Finalize Submission button will be a dull gray color
(meaning it is not clickable)
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After you click to review edits, the Edit Report opens where you see the details of the
entries that do not meet EIA edit checks.

Year Respondent Id State Company Name Name
2004 0000017 Virgitia Ametican Metals & Coal Intl Rohin Grace

ETA-6A Edit Report

Edit 1: Total from the Form Zection VI does not mateh the Total Coal Purchased from the Owverviewr Tab, Current Value:
Current Value represents total value entered on the Purchases Tah. 45
The Total value entered on Overview Tah is: 5
Please re-check the value and make necessary changes.
Click Here To gote the exror and close

/‘ Click here to override the above sdit.

Edit 2: Total from the Form Section V1T does not match the Total Coal Distribated from the Overview Tab. Current Value:
Current Value represents total value entered on the Distribution Tah. 324
The Total value entered on Qverview Tah is: 10
Please re-check the value and make necessary changes.
Click Here To goto the exror and close

[~ Click here to override the above edit.
You can clear Edits by
- Returning to the data window and changing the data
- Or, if the values are correct:
Clicking inside the Override option box, then
Entering an explanation in the input window that appears.

Currently, the edits for the EIA-6A form check only the totals for Purchases and
Distributions. Therefore, when an edit occurs you should enter data that make entries
equal. Ordinarily you would not enter an override comment.
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After entering an explanation and before you click back to a data tab, make sure you
scroll to the bottom of the Edit Report and click Submit Changes in order for your
comments to be permanently recorded by the system.

Edit 2: Total from the Forn Section VII does not match the Total Coal Distribated from the O
Current Value represents total value entered on the Distribution Tah.
The Total value entered on Overview Tah is: 10
Please re-checl the value and male necessary changes,
Click Here To goto the exror and close
[~ Click here to override the above edit.

Current Value:
324

Submit Changes |

To leave the Edit Report and Return to the Process Page, scroll to the top of the Edit

Report and click on Close Edit Log \

Close Edit Log

Year Respondent Id State Conpany Mame Mame
2004 Q000017 Virgitria American Metals & Coal Intl Rohin Grace

T oA & 4 T WE, Th
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After you have cleared all the Edits, the Finalize Submission button will no longer be a
= dull gray.

Click “Click Here to review a printable version” to print a copy of your data submission.

Year Respondent Id State Company Name MName Save |
2004 0900017 Vitgitiia Ameticat Metals & Coal Intl Robin Grace

lick Here to review a printable version.

Finalize Submission

Send cutrent data to the Energy Information A dministration. Only one submission per Respondent id will be accepted. Please contact Thomas
Murphy, Survey Llanager at Thomas Murphy@eia doe gov or 202-287-1739 for any revisions of questions shoat this submission.

When the Preview Page appears, click Print to send your data on the Preview Page to
your printer. Then click Close Preview Page to return to the Process page.

Cloze Preview Page
Print

Coal Distribution Report - Annua

Survey Year Point of Contact Respondent ID State Comparey Narne
2004 Rohin Grace 0900017 Vi American Metals & Coal Intl

Carefully review the printed copy of your data and make any additional changes.
Remember once you submit the data, you will only be able to see the Preview Page for
that site. You will not be able to change your data for that site in the IDC system.

If you do not wish to click Finalize Submission, you can click Save, shut your browser,
and return to the form at a later date to Finalize Submission.

The next page has instructions on how to save your data as a file on your PC. If you

want to save the file, do not close the Preview Page until after you have saved the
data.
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From the Preview Page,
click the File menu button at the top of the screen,
L on drop down, click Save As

File Edit \Wiew Faworites Tools  Help

Mew P {@isearch [EFavorites GfMedia | Ey- & =1

Cpen. .. Crl+0

Edit e.qov: 43443/ eiabaleiaba_preview.jsp

Save Chrl45 || [Clsearch - | 52 Shesablocked | Bffcheck - o sutolik - ] Autoril @

Page Setup...
Print. .. Chrl+P
Prink Presiew. ..

Send
Import and Expart. ..

Properties

i Survey Year Point of Contact Respondent ID State
Work Offline 2004 Rohin Grace 0000017 VA
Close

In the window that opens, scroll to the folder on your PC where you want to save your

data. j

Ameri

Save Web Page : ed |

Save i Ia tezt_erviranment j = |=_*-"ii v

E eia-3_guide
kest_junezs. htm

File name: test_june28. htm Savy

Saveastype:  |web Page, HTML only [* htm* htr) | Cancql

Encoding: IWestern European MwWindows] j

Click the toggle arrow for “Save as type” and select Web Page, HTML only.

L Enter a file name.

Click Save.
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If you are ready to submit, then click Finalize Submission.

STk Coal D@tribution Report - Annual

_J: i
L N e

Year Respondent Id State Conipany Name Name Cane |
2004 2900017 Virgitia Ametican Metals & Coal Intl Rotbin Grace

Click Here to review agfintable version.

Finalize Submission |

Send current data to the Energy Information Administration. Only one submission per Respondent id will be accepted. Please contact Thomas
Iurphy, Survey Manager at Thomas Murphy(@ eia doe.gov or 202-287-1739 for any revisions or questions about this submission.

The next window gives you one more chance to delay your submission. If you are
satisfied that the data are final, then click Submit and Finalize.

&

1l Distributiof Report - Ani

Congratalations! Respondent [D 990001 for year 2004 appears ready for submrdssion.
Click the submit button to finalize your submission for this ID or click return home to exdt.

SUBMIT AMD FINALIZE

RETUEN HOME
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|
The IDC system will acknowledge the submission. If you have other forms that you want

to complete, then click on Click Here to return to the list of SITE IDS.
l

Congratulations, you have completed your Form EIA-6A Survey for this submission.

Coal Distribution R

Your submission has been accepied. Please Click Here o continue.

7 ™~

If you only have a single form, then end the EIA-6A IDC submission process by closing
your Internet Browser.
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